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THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH 


BY-LAW NOs @3.005 


Being a By-law to amend Schedule "E" of By-law No. 
RE2-088 to provide perizeds of retention for and to 
provide for the destruction Of Certabmrcocuments, 


records and papers. 


Pe eS heen Ee rar) 


WHERE Gwe toeedeemea necessary to amend the By-law estabiishing 


retention periods; 


NOW THEREFORE the Council of the Regional Municipality of 
Hamilton-Wentworth enacts as follows: 
o i THAT Sehedule, se) w( Personnel Department) to -By-lew 
No. R@2-068 be amendea by changing the retention period 
for “Abplicetions cf Those Not Hired” from six months 


to three months. 


PEG Pe PtRer. SECOND, AND THIRD TIME AND FINALLY PASSE 
ENACTED Qils. 9th. day of February he 


MANNE. Hi.) CONES” "JOAN M. GALLIPEAU" 


Chairman Clerk 


»). 


PE . | ~B41ll No. 429 


THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH 


BY-LAW NO. R82-088 


BEING A BY-LAW TO PROVIDE PERIODS OF RETENTION FOR AND TO 
PROVIDE FOR THE DESTRUCTION OF CERTAIN DOCUMENTS, RECORDS 
AND PAPERS. 


WHEREAS under sub-section (1) of section 133 of The Regional 
Municipality of Hamilton-Wentworth Act, R.S.0. 1980, ¢c.437, section 116 
of The Municipal Act, R.S.O. 1980, ¢.302 is made applicable to the 
Regional Corporation, and, 

WHEREAS a municipality is, under sub-section (1) of section 
116 of The Municipal Act, prohibited from destroying any of its receipts, 
vouchers, instruments, rolls or other documents, records and other papers 
except 


(a) after having obtained the approval of the Ministry 
of Intergovernmental Affairs, or 


(b) in accordance with a by-law passed by the municipality 
and approved by the auditor of the municipality - 
establishing schedules of retention periods during 
which the receipts, vouchers, instruments, rolls or 
other documents, records and papers must be kept by 
the municipality. 


and, 


WHEREAS the Council of The Regional Municipality of Hamilton- 
Wentworth considers st desirable that a by-law be passed establishing 
schedules of retention periods herein. 


NOW THEREFORE the Council of The Regional Municipality of 
Hamilton-Wentworth enacts as follows: 


a The documents described in Column I of Schedules Oh 2tOe le 
hereto shall de kept for the corresponding period stated in 
Column II thereof. 


Zs Periods listed in Column II shall begin to run on the January 
Ist, next following the creation of the corresponding document 
listed in Column I, unless otherwise noted in Column II. Where 
it is indicated in Column II that the retention period shall 
commence at a time other than the year of creation of the record, 
the retention period shall begin to run on the January lst, next 
following the time referred to in Column its 
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The Commissioner or Department Head of the Department concerned, 

upon satisfying himself that the period of retention set out in © 
this by-law has expired, that no reason exists for further retentio 
and that the document has no historical significance, may order that 
the document be dealt with as provided in Column III of Schedules 

VAY Stoy 1 HeCetos : 


When used in Column III, the following symbols and abbreviations 
mean and stand for the words opposite thereto: 


D Destroy . ee 
MR Microfilm and Retain Original 
MD Microfilm and Destroy Original 


In this by-law, records which are to be recorded on microfilm 
shall be recorded in their entirety, with the exception of any 
duplicate pages. 

Where a Commissioner or Department Head of a Department feels that 
a document is of some historical significance, he may order that 
the document be transferred to the Regional Clerk's Department for 
retention. 


This by-law comes into effect upon its approval by the Regional € 
Auditors. 


Schedules “A" to "I" form part of this by-law. 


READ A FIRST, SECOND AND THIRD TIME in Open Council and finally 


passed and enacted this 17th day of. August poe. 
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of 
THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH 
SCHEDULE "A" TO BY-LAW NO. R82-088 
Clerk's Department 
COLUMN I COLUMN II COLUMN III 
RECORD YEARS OF RETENTION DISPOSITION OF 
AFTER YEAR RECORD MADE RECORD AT END OF 
RETENTION PERIOD 
General Correspondence 6 years D 
By-laws (original) Permanent 
By-law Index Permanent 
Council and Committee Minutes ~ ss Permanent es ian” AZ 
Subdivision Agreements Permanent 
Historical Documents Permanent 
Expropriation Files Permanent 
Leases 20 years after D 
termination if not 
part of by-law 
Official Plan Amendments Permanent 
Agreements, Contracts and Drawings 20 years after D 
termination if not 
part of by-law 
Destroyed Record File Permanent 
Deeds Permanent 
Easements Permanent 
Court of Revision Records 6 years D 
Documents Supporting Council 6 years | D 


Minutes and Committees 
Clerk's Certificates eee 4 years oD 


Local Improvement Files eS 10 years D 


THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH 


SCHEDULE "B'" TO BY-LAW NO. R82-088 


Economic Development Department 


COLUMN I COLUMN II COLUMN III 
RECORD YEARS. OF RETENTION DISPOSITION OF 
AFTER YEAR RECORD MADE RECORD AT END Of 


RETENTION PERIOL 


General Correspondence . 6 years | | D 


Council Agendas (which include 
Economic Development Committee 
Reports and Minutes) ; 6 years D 


Reports, Briefs, Submissions 
prepared by Department 20 years D 


THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH 


SCHEDULE "C" TO BY-LAW NO. 


Engineering Department 


COLUMN I 
RECORD 


General Correspondence 

Unsuccessful Tenders and Consultant 
Duplicate Pay Registers 

Duplicate Invoices 

Duplicate Time Sheets 

Daily Operational Records 

Working Notes and Drawings 

Payment Certificates 

Duplicate Contracts and Drawings 


Engineer or Inspector Reports 
and Diaries 


Landfill Equipment Records 

Sick, Absent, Compensation Records 
Hired Equipment Payment Records 
Standby and On Call Time Sheets 
Routine Sewer Inspection Records 
Stores Requisition Copies 

Purchase Requisition Copies 

Water Service Application Registe> 


Water Service Installation Invoices 


COLUMN II 


YEARS OF RETENTION 


R82-088 


AFTER YEAR RECORD MADE 


Ov 


years 


years 


year 


years 


years 


years 


years 


years 


years 


years 


years 


years 


years 


years 


years 


after completion 


after completion 


years 


years 
years 


years 


COLUMN III 


DISPOSITION OF 


RECORD AT END O} 
RETENTION PERIOI 


THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH 


PAGE 2 OF SCHEDULE "C" TO BY-LAW NO. 882-088 


COLUMN I 
RECORD 


Turn-on and Off Permit Copies 
Road Maintenance Files 
Bridge and Road Construction Files 


Vehicle Maintenance Records 


Account Receivable Work Orders 

Account Receivable Notification Copies 
Account Receivable Charge Listing Copies 
Gasoline Issue Ticket eee 

Project and Payment Files 


Subdivision Records 


Permits Issued Record 

Construction Photographs 

Signal Installation Drawings Approved 
by MIC and Subsequently Revised With 
New Approval 


Agreements with Consulting Engineers 
for Engineering Services 


Analytical Reports 
Traffic and Engineering Reports 


Engineering Services Committee or 
Work's Committee Reports and Minutes 


COLUMN II 


YEARS OF RETENTION 


AFTER YEAR RECORD MADE 


6 years 
6 years 
7 years 


6 years after disposal 
of vehicles 


6 years 
6 years 
6 years 
6 years 
7 years 


6 years following 
approval of plan 


6 years 


6 years 


6 years 


6 years 


4 years 


7 years 


7 years 


COLUMN III 


DISPOSITION OF 


RECORD AT END 0} 
RETENTION PERIOI 


THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH 


PAGE 3 OF SCHEDULE "C" TO BY-LAW NO. R82-088 


COLUMN I COLUMN II COLUMN III 
RECORD YEARS OF RETENTION DISPOSITION OF 
AFTER YEAR RECORD MADE RECORD AT END OF 


RETENTION PERIOL 


Manufacturers and Suppliers Information 7 years x D 


Material Testing Reports for Concrete, 
Asphalt and Soils, Non-Structural 


Applications 7 years D 

Complaint Ticket Records 10 years D — 

Street and Alley Closing 10 years after closing D 
date 

Engineering Reports - Studies 15 years D 

Energy Audits 10 years D 


Energy Reports - Monitoring or 
Investigative 15 years D 


Water and Sewage Treatment Plant 
Daily Operating Log Sheets 15 years D 


Material Testing Reports for Concrete, 
Asphalt and Soils, Structural Applications 20 years D 


THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH 


SCHEDULE "D'' TO BY-LAW NO. 882-088 


Finance Department 


COLUMN I COLUMN II 
RECORD YEARS OF RETENTION 
AFTER YEAR RECORD MADE 
COMMISSIONER 
General Correspondence 6 years 
REVENUE DIVISION 
Local Improvement Rating Sheets Permanent 
Local Improvement Record of Annual Levies 7 years 
Subdivision Agreement Files Permanent 
Subdivision Miscellaneous Correspondence 7 years 
Daily Cash Receipts Distribution 7 years 
Bank Deposit Slips 7 years 
Daily Cash Flow Record 7 years 
Cancelled Landfill Site/ 
Transfer Station Tickets 3 years 
Wiz Receipts 7 years 
Macassa Lodge Resident Files Permanent 
Returned Cheque Correspondence 3 years 
Metered Water Billing Registers 7 years 
Metered Water Consumption Listings 7 Tee 
FINANCE DIVISION ae 
Insurance Policies Peenanene 
Insurance Claims 10 years 
Current Budget Summaries 
Revenue and Expenditure 7 years 
Work-in-Progress Summaries 7 years 
Capital Budget Working Papers 7 years 


le a ee 


é 


COLUMN IIL 


DISPOSITION OF 


RECORD AT END OF 
RETENTION PERIOD 


THE REGIONAL MUNICIPALITY OF HAMILTON-—WENTWORTH 
PAGE 2 OF SCHEDULE "D'' TO BY-LAW NO. R82-088 


COLUMN I COLUMN II COLUMN III 
RECORD YEARS OF RETENTION DISPOSITION OF 
AFTER YEAR RECORD MADE RECORD AT END OF 
RETENTION PERIOD 


FINANCE DIVISION 


Capital Projects Ledger . Permanent 
Debentures over matured Destroy upon maturity MD 
Debenture Registration Ledgers Permanent 


ACCOUNTING DIVISION 


Bank Statements 7 years D 
Cheques Cashed by Banks 7 years D 
Duplicate Copies of Cheques 

Attached to Vouchers 7 years D 
Debentures and Coupons Matured, , 7 years following end of D 
Distribution Loans and Records year in which cashed or after 


completion of audit 


Original Payroll Records - Salary 


and Wage 7 years D 
Duplicate Registers | 1 year D 
TD1's Only on Replacement, with D 


Permission of Revenue Canada 


T-4's 7 years with Permission of D 
Revenue Canada 


O.H.1.P. “Records 7 years with Permission of D 
Revenue Canada 


U.I.C. Records Bae ate | 7 years with Permission of D 
arc Revenue Canada 


Payroll Deduction Authorization poss ue 7 years after Termination of D 
Cards Oe: Employment 
Change Notice Forms 1 year D 
General Accounting Ledgers Permanent 
Operating Account Summaries 7 years D 


Bank Reconciliations 7 years D 
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THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH 


PAGE 3 OF SCHEDULE "D'" TO BY-LAW NO. R82-088 


€ 


COLUMN I COLUMN II COLUMN III 
RECORD YEARS OF RETENTION DISPOSITION OF 
AFTER YEAR RECORD MADE RECORD AT END OF 
RETENTION PERIOD 


PURCHASING DIVISION 


Cheque Inventory Records 7 years D 
Copies of Purchase Orders 7 years D 
Tenders 7 years D 


oN ns 


y THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH 


SCHEDULE "NE" TO BY-LAW NO. R82-088 


Personnel Department 


COLUMN I COLUMN Il COLUMN IIL 
RECORD YEARS OF RETENTION DISPOSITION OF 


AFTER YEAR RECORD MADE RECORD AT END OF 
RETENTION PERLOD 


General Correspondence 6 years D 
Terminated Employee Records Permanent 
WCB Claim Files Permanent 


Accident Reports Required Under 


Occupational Health and Safety Act Permanent 
Employees Personnel History File Permanent 
Sick Leave 7 years D 


Applications of those Not Hired 6 months ; D 
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THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH 


SCHEDULE "F" TO BY-LAW NO. R82-088 


Planning and Development Department 


COLUMN I 
RECORD 


General Correspondence 
Area Municipality Zoning By-law Files 


Pian ar Subdivision files 


Land Division Committee Minutes and 
Decisions 


Land Division Committee Supporting Files 


Committee of Adjustment Supporting Files 


General Planning Files 
Official Plan Background Studies 


Official Plan Brackground Studies 
Supporting Documents 


Official Plan and Official Plan 
Amendments 


COLUMN II 
YEARS OF RETENTION 
AFTER YEAR RECORD MADE 


6 years 

6 years 

5 years Following 
Registration of 
Final Plan 


Permanent 


6 years 


lL year following 
Review 


Permanent 


pnt Bee er oe 
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COLUMN iit 


DISPOSITION C 


RECORD AT END 
RETENTION PER 


D 


D 


THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH 
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SCHEDULE "G" TO BY-LAW NO.  R82-088 


Regional Chairman and Regional Co-ordinator 


General Correspondence 


COLUMN II 
YEARS OF RETENTION 
AFTER YEAR RECORD MADE 


6 years 


COLUMN III 


DISPOSITION OF 


RECORD AT END 0. 
RETENTION PERIO! 


THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH 


SCHEDULE "H' TO BY-LAW NO. R82-088 
Social Services Department 


COLUMN I 
RECORD 


FEDERAL GOVERNMENT 


Canada Pension Plan 


Authorization to Communicate Information 
Consent to Deduction and Payment 


Unemployment Insurance Canada 
Assignment of Benefit 


LODGING HOMES 


Canada Assistance Plan Data on Institution 


CHILDREN'S SERVICES DIVISION 


Day Nurseries Act, 1978 


Determination of Available Monthly 
Income, Form 7 


Consent to Inspect Assets (GWA), Form 3 


Application for Day Care, Form 12, 
or its Equivalent 


Medical Data 


Application to Provide Supervised Private 


Home Day Care, Form 13, or its Equivalent 


Medical Data, Provider 
Financial Report 30-00-031 


Application for Monthly Payment, Forms l, 
ay 1b, Provancial subsidy 


Application for a Licence to Operate 
a Day Nursery, Form 3 


Financial Data, Forms 8, 8a 


Quarterly Statistics, Private Home Day Care 


COLUMN II 


YEARS OF RETENTION 


AFTER YEAR RECORD MADE 


COLUMN III 


DISPOSITION OF 


RECORD AT END 
OF RETENTION PERIOD 


6 years with permission D 
of Revenue Canada 

6 years D 
6 years D 
6 years with permission D 
of Revenue Canada 

7 years D 
6 years D 
6 years D 
2 years after the D 
discharge of child 

2 years after the D 
discharge of child 

6 years D 
2 years D 
6 years D 
7 years D 
6 years D 6 
7 years D 
6 years D 


CSE Seer wer eeaT erry 
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~* COLUMN I ‘COLUMN II COLUMN III 


RECORD YEARS OF RETENTION DISPOSITION OF 


AFTER YEAR RECORD MADE RECORD AT END OF 
RETENTION PERIOD 


ADULT SERVICES DIVISION 
HOMEMAKERS AND NURSES SERVICES ACT 
Application for the Services, Form 1 6 years D 


Medical Report and Certificate in Respect 
of Impairment or Equivalent Referral, Form 4 6 years D 


Determination of Available Monthly Income, 
Form 5 6 years D 


Consent to Inspect Assets, Form 3 6 years . D 


Application for Monthly Payment of 
Provincial Subsidy, Form 2 7 years D 


Residence Information and Request 
for Provincial Charge Back 7 years D 


Application for Monthly Payment of 
@ Provincial Subsidy For Cost of Staff 7 years D 
Training, GWA Act Form 7 


Application for Monthly Payment of 

Provincial Subsidy for Incentive 7 years D 
Allowance and Work Activity Projects 

GWA Act Form 8 

Application for Monthly Payment of 

Provincial Subsidy for Home Support 7 years 7 aD 
Services (Home Support Services) 

CHILD. AND FAMILY SERVICES DIVISION 

REGIONAL WORKING DOCUMENTS 


Monthly Statistics, Payments 


Subsidy Programme 7 years D 
Private Home Day Care 7 years D 
Red Hill Children's Centre | 7. years D 
Homemakers & Nurses Services a 7 years D 
Monthly Statistics, Programme a. j 
Subsidy Programme Poe eo 2 years D 
Private Home Day Care se 2 years D 
9 Homemakers & Nurses Services 2 years D 


COLUMN I ‘COLUMN Ii COLUMN: ITT 
RECORD ; YEARS OF RETENTION DISPOSITION OF 


AFTER YEAR RECORD MADE RECORD AT END OF 
RETENTION PERIC@ 


Monthly Attendance and Billings 


Subsidy Programme 7 years D 
Private Home Day Care 7 years D 
Red Hill Children's Centre 7 years D 
Homemakers & Nurses Services 7 years D 
Purchase of Service Contracts 
Subsidy Programme 7 years D 
Private Home Day Care 7 years D 
Homemakers & Nurses Services 7 years D 
CONSENT FORMS 
Parent Consent Form for Medical Treatment 6 years ) D 
) 
Medication Authorization 6 years ) D 
. ) 
Medication Authorization by Phone 6 years ) D 
) After the 
Medication Record Form 6 years ) Discharge D 
) of the 
Parent Agreement Form for Service 6 years ) Child D 
Procedures ) @ 
) 
Field Trip Consent Form 6 years ) D 
) 
Permission for Photography 2 years ) D 
Permission for Assessments 6 years D 
Permission for Release of Information 6 years D 
Authorization for Payment Forms ' 6 years D 
REFERRALS, REPORTS AND I.P.P. SHEETS 
Child Abuse Report Form (to C.A.S.) . 6 years D 
Referral for Therapeutic Day Care 6 years. D 
Update for Therapeutic Referral 6 years D 
Referral for Homemakers and Nurses oe 
Services (see Govt. Form #4) a years D 


oe) . ‘ . 
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* COLUMN I COLUMN II COLUMN III 
RECORD YEARS OF RETENTION DISPOSITION OF 


AFTER YEAR RECORD MADE RECORD AT END OF 
RETENTION PERIOD 


Progress Reports 2 years D 
I.P.P. Sheets ) Red Hill 2 years D 
Strengths and Needs List) Children's 2 years D 
Home Inventory Form ) Centre 2 years D 
Portage Wheel ) 2 years D 

Bi-Annual Child Progress Reports 2 years D 

Child Accident Reports 2 years D 

Initial Parent Interview Report . 2 years D 

Observation Forms, P.H.D.C. . 2 years D 

Request for Homemakers and Nurses Services 3 years D 

Request for P.H.D.C. , - 2 years D 

Provider Telephone Interview 2 years ; . D 

Provider Selection Report 2 years oe “hae pee | 

Eligibility Referral Profile ) 7 years D 

) 
Eligibility Disposition ) Fraud 7 years D 
) 

Restitution Agreement ) 7 years D 

Job Search Forms 6 years D 

Volunteer Services 
Application Form 2 years D 
Evaluation Form 2 years D 
Goal Setting Form 2 years D 
Initial Screening Form 2 years D 
Medical Form 2 years D 
Questionnaire Form 2 years D 
Reassignment Form 2 years D 
Termination Form 2 years D 

Objectives and Goals - P.H.D.C. Providers 2 years (after termination D 


of contract) 


os 5 - z Ais - oS 


COLUMN I ‘COLUMN II COLUMN IIT 


RECORD YEARS OF RETENTION DISPOSITION OF 


AFTER YEAR RECORD MADE RECORD AT END Q, 
RETENTION PERIOL 


CORRESPONDENCE, FORM LETTERS 


Report to F.B.A., Client Receiving 


Day Care, Letter 6 years D 
Programme, Centre Transfer Letter 6 years D 
Update of Service Letter l year D 
Reminder of Update 1 year D 


Acknowledgement of a Receipt of 
Referrals 6 years D 


Request for Therapeutic Referral (destroy when referral received) 


Reminder to Review and to Update the 
Therapeutic Referral 6 years D 


Review and Reminder of Child's Excess 


Absent Days & 1 (after discharge of child) D 

Review and Reminder of Parent's ¢ 
Participation in the Programmes 2 (after discharge of child) D 
Information on Financial Eligibility 

While Therapeutic Eligibility has been 

Established ; 1 (after discharge of child) D 

Reminder of Changed Status and 

Subsequent Necessary Review 1 year D 

REGIONAL WORKING DOCUMENTS, HOME MANAGEMENT UNIT 

Home Management Form 6 years D 

Family Law Statistics 6 years : D 

Home Management Statistics 6 years D 

Housing Request Record 6 years D 

PURCHASE OF SERVICE DOCUMENTS HOME MANAGEMENT UNIT 

Big Brothers: 

Referral for Payment of Services 6 years D c 


Progress/Termination Report 6 years D 


= 6 = 


~” COLUMN a COLUMN II COLUMN III 


RECORD . YEARS OF RETENTION DISPOSITION OF 
) AFTER YEAR RECORD MADE RECORD AT END OF 


RETENTION PERIOD 


Catholic Social. Services: 

Referral for Payment of Services 6 years D 

Progress/Termination Report 6 years ; D 

John Howard Society: | 

Referral for Payment of Services 6 years D 

Progress/Termination Report 7 6 years D 

Family Services: 

Referral for Payment of Services 6 years D 

Progress/Termination Report _ 6 years D 

Alternatives for Youth: 

Referral for Payment of Services 6 years ae 
© Progress/Termination Report 6 years suey 

Canadian Hearing Society: | 

Referral for Payment of Services 6 years D 

Progress/Termination Report 6 years D 

Elizabeth Fry Society: 

Referral for Payment of Services 6 years D 

Progress/Termination Report 6 years D 

DIVISION OF SERVICES FOR THE ELDERLY 

FEDERAL GOVERNMENT 


Canada Pension Plan 6 years with permission D 
of Revenue Canada 


Old Age Security Act: All Documents 6 years with permission D 
of Revenue Canada 


cs ay “es 
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COLUMN I ‘COLUMN IT COLUMN Iil a2 
RECORD YEARS OF RETENTION DISPOSITION OF’ 


AFTER YEAR RECORD MADE RECORD AT END ® 
RETENTION PERI‘ 


PROVINCIAL GOVERNMENT 


Homes for the Aged and Rest Homes Act: 7 years with permission MR 
All documents as follows. of Ministry of Community 
and Social Services 

a) Form 1 Application-Application to 

admit a person to a Home z MR 
b) Form 2 - Medical Assessment a MR 
c) Form 3 - Consent to Inspect Assets is MR 
d) Form 4 - Home Physician's Certificate Ae MR 
e) Form 5 - Five-year Medical Record se MR 
f) Form 6 — Annual Report of Residents DS MR 
g) Form 7 - Financial Report i MR 
h) Form 8 - Application for Monthly Payment 

of Provincial Operating Subsidy e MR 
i) Form 11 - Report on Inspection of 

Private Residence “s MR 
j) Unusual Incident Report Bs MR 
DIVISION - SERVICES FOR THE ELDERLY 
Medical/Nursing Documents: 7 years MR ¢ 
- Vacation Form 1 - Physician's Assessment 7 years MR 
- Release of Medical Information 7 years MR 
- Doctor's Order Sheet 7 years MR 
- Nursing Progress Sheets 7 years MR 
- L@boratory Reports 7 years MR 
- Clothing Sheet 7 years MR 
- Nursing Care Plan 7 years MR 
~ Psychiatric Reports, et al 7 years MR 
- Resident's Accident Report 7 years MR 
- Death Certificates 7 years MR 
~ Activation/Adjuvant Referral 7 years MR 
- Diet Forms 7 years MR 
- Occupational Therapist Report 7 years MR 
- Pharmaceutical Records 7 years MR 
Administration Documents: 
- all Financial Records for Residents 7 years MR 
- Authorization to Open Pension 

Cheques/Correspondence 7 years MR 

- Trust Agreement with Resident . 7 years MR 
- Residents Valuables Records 7 years MR 


- Public Tenders 

- Lodges’ Inventory Record 

- Maintenance Contracts 

- Personnel Records - Performance 
Appraisals 

- Work Schedules for Employees 

- Maintenance Requisition Form 

- Assignment of Assets 


Activation/Outreach Program: 


~ Referral Form to Program Co-Ordinator 
- Medical Assessment for Outreach 
Monthly Statistical Report 

O.T. Assessment/Plan of Action 


Occupational Health/Safety: 


- All Documents which are required 
under the Occupational Health/ 
Safety Act 
~ Monthly Accident Report 
- Monthly Inspection Report 
- Fire Alarm Inspection Report 
- Monthly Statistical on W.C.B. 

bole Report 


INCOME MAINTENANCE 


PROVINCIAL GOVERNMENT 


Application for Assistance Form lA 
Application for G.W.A. Form lL 


Application for An Allowance by a 
Foster Parent Form 2 


Consent to Inspect Assets Form 3 
(Current) j 


Medical Report and Certificate in 
Respect or Impairment Form 4 


Medical Report Form 4 (Rehab. Services) 


COLUMN II 


YEARS OF RETENTION 


AFTER YEAR RECORD MADE 


years 
years 
years 
years 


NN NN 


7 years 
7 years 
7 years 


years 
years 
years 
years 


NNNIN 


years 
years 
years 
years 


NINN™N 


7 years 


6 years 


6 years 
6 years 
Upon Replacement 
7 years 


a year Le noOtesent 
to Rehab. 


COLUMN IIL 


DISPOSITION OF 


RECORD AT END OF 


RETENTION PERIOD 


toto fa is fo fo 


BBBE 


fa fe fe 


COLUMN I 
RECORD 


Budget Work Sheet 
Present Condition Report 


Notice of Request for Hearing 
and Review Form 1 


Drug Benefit Eligibility Card 

Municipal Application 0.H.I.P. (79-1691T) 
Municipal Application 0.H.I.P. (81-1118) 
Municipal Notice of Change O.H.I.P. 


Municipal Request for Family Benefits 
Application to be Taken 


Municipal Advice Notice O-Hsi.e. 
Request for information (G.12C.) 


Intake Referral Rehab. 


Assignment of Workmen's Compensation 


Application for Monthly Payment of 
Provincial Subsidy for Assistance Form 5 


Application for Monthly Payment of 
Provineial Subsidy for Cost of 
Administration Form 6 

The Mental Health Act Form 14 
REGIONAL WORKING DOCUMENTS G.W.A. 
Stop Payment of Cheque 

Bond of Indemnity 

Letter to Lift Stop Payment 


Additional Information (Computer) 


Change Request (Short) 


ce Te eae 


‘COLUMN If 
YEARS OF RETENTION 
AFTER YEAR RECORD MADE 


6 years 
6. years 


6 years if received 
from Review Board 


6 years = 
6 years 
6 years 


6 years 


6 years 
6 years 
6 years 


1 year - if not sent 
to Rehab. 


6 years 


7 years 


7 years 


6 years 


6 years 
6 years 
6 years 
6 years 


6 years 


DISPOSITION OF’ 


RECORD AT END ‘e 
RETENTION PERIO 


D 


D 


eae Se - 10 = 
COLUMN 1 ‘COLUMN II COLUMN III 
RECORD YEARS OF RETENTION DISPOSITION OF 


AFTER YEAR RECORD MADE RECORD AT END OF 
RETENTION PERIOD 


Change Request (Long) 6 years D 
Statement of Income 6 years D 
Emergency Dental Care Authorization Card 6 years D 
Client Peorile . 6 years D 
Daily Intake Sheet , 6 months D 
Hold Cheque Control Register 6 months D 
Information Sheet Counselling Unit 6 months D 
Family Benefit Referral Notice of Change 6 months D 
Request for Job Interview . 6 months D 
Wage Statement | 6 years a ie) 
Family Court Assignments 6 years : = ae 
Family Court Assignment Withdrawal 6 years | woe te 
Accident Agreement 6 years or until . 
settlement completed D 
Information Authorization (To the Dept.) 6 years D 
Team Control Clerk Daily ae Log . 6 months D 
Supervisor's Monthly Report Sheet 1 year D 
Declaration Form | 6 years D 
Job Search Statement b 6 months D 
Case Summary 6 years D 
Special Investigation Request 6 years D 
Social Services Need Application 6 years D 
Project Lonar Pre-Interview Summary 6 months D 


Information Needed from Landlord 1 month D 
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COLUMN I COLUMN II COLUMN III: 
RECORD YEARS OF RETENTION DISPOSITION OF“ 


AFTER YEAR RECORD MADE RECORD AT END OF, 
RETENTION PERIC® 


F.L.R. Appointment Outcome. 6 months D 
Liaison Record, Family Benefit Referrals l year D 
B.J.R.T. Client Referral Form 6 months D 


REGIONAL DOCUMENTS 


Job Search Explanation Letter 1 year D 
Change of Worker Notice 1 month D 
System Explanation Letter 1 month D 


Supplementary Assistance, Decisions 
(2 Letters) 6 years D 


Visiting Homemakers, Decisions (5 letters) 6 years D 


Victorian Order of Nurses, Decisions 


(3 letters) y : . 6 years D 
Dundas Red Cross Homemakers, Decision € 
(2 letters) 6 years D 
Immigration Department, Situation Request 6 years D 


Decision Re Application for Assistance 


(3 Letters) 6 years D 
School Letter (3 School Boards) 6 years D 
Refusal Letter , 6 years D 


Victoria Park Community Homes 


(Information Request) 6 months D 
Blue Statement of Income Warning Letter. 6 years D 
Job Search Warning Letter 6 years D 


Requests for Cost-Sharing for Workshops, 


Courses, etc. 7 years D 
Cheque Requisitions 7 years D 


Advance Travel Expense Report 7 years : D 
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COLUMN I COLUMN TI COLUMN III 
CORD YEARS OF RETENTION DISPOSITION OF 
& AFTER YEAR RECORD MADE RECORD AT END OF 
RETENTION PERIOD 
Yearly List of Staff Training Courses 7 years D 
Yearly List of Staff Training Workshops 7 years D - 
Yearly List of Staff Training Conventions 
(80/20) 7 years — D 
Yearly List of Staff Training OMSSA 
Activities (50/50) 7 years D 
Yearly List of I.B.M: Charges 7 years D 


Yearly List of Professional Consulting 
Expenses 7 years D 


Invoices/Receipts, Course/Workshop grades, 
Certificates, etc. attached to requisitions, 
travel expense reports 7 years E23) 


Application for Monthly Payment of 
Provincial Subsidy, Purchase of Counselling 
Services 7 years . D 
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.: THE REGIONAL MUNICIPALITY OF HAMILTON-WENTWORTH See eae 
SCHEDULE "I" TO BY-LAW NO. R82-088 ‘2 Me ame 


Solicitor's Department 


COLUMN I COLUMN II COLUMN III 
RECORD YEARS OF RETENTION DISPOSITION OF 


AFTER YEAR RECORD MADE RECORD AT END OF 
RETENTION PERIOD 


General Correspondence 6 years. ieee D 


Real Estate Transactions and 
Expropriations: Title Searches, 
Declarations, Duplicate Deeds, 


Undertakings Permanent 
Contracts under Seal, Leases, Options 20 years following 
completion D 
Workmen's Compensation Claim Files 6 years after claim 
2 is settled D 
General Claim Files, Litigation 6 years after claim is 


settled or 20 years if 
execution or judgment 
is signed, or less if 
satisfied. 


Ontario Municipal Board Appeals 
Decisions of Land Division Committee 10 years : D 


Solid Waste Management Systems Records 10 years 


Legislation - Regional and Boards 4 years after completion 
or until next R.S.0.'s 
are printed D 


Opinions, Precedents Permanent 


Highway Transport Board and other Boards, : 
Inquests 10 years D 
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